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ATTACHMENT 1 .2-C 

The f o l l o w i n g  i s  a descr ip t ion  o f  thekinds and numbers o f  p ro fess iona l
medical personnel and s u p p o r t i n g  s t a f f  used i n  t h e  a d m i n i s t r a t i o n  o f  the 
Medicaid and Medica l ly  Ind igent  Programsand t h e i r  r e s p o n s i b i l i t i e s :  

position TITLE NO. OF STAFF MAJOR RESPONSIBILITIES 

human ServicesAdministrator 1 1. 

2. 

3. 

Medicaid Special ist  2 1. 

. 2. 

3. 

Management Analyst  I V  1 1. 

2. 
transmittal # i t ? ? .  effective 1-1 4  6 
REC 'D RO SUPERSEDED BY transm # .-, 
APPROVED 2-7-86effective 

4 

theMedicaid, 
Medical ly Indigent,  and other  
Health Service Programon 
Guam i n  compliance with the 
Federal and Localregulat ions. 

Is respons ib lefo rpo l i cy  
development,planning,moni 
t o r i n g  and eva lua t ion  o f  the  
programs. 

Coordinateswiththepubl ic 
and pr ivate agencies to  
enhance the wel l  be ing of 
Medicaid and Medica l ly  Ind i ­
gent Programs recipientsthrough 
adequate healthcare. 

implements theMedicaid and 
Medica l lyInd igent  Programs t 

Ut i l i za t ionCont ro lP lan .  

Performs pre-payment , post­
payment,and o n - s i t e  u t i l i ­
za t ion  rev iew to  ensurethe 
necessi ty and appropriate­
ness o f  medicalservicespro­
vided t o  Medicaid and Medical­
l y  Ind igent  rec ip ien ts .  

Reviewsand author ized pay­
ments o f  Medicaid and Me­
d i c a l  ly Indigent claims. 

Plans and coordinatesprogram 
devel opment and 'eva1uation 
a c t i v i t i e s  w i t h i n  t h e  Bureau. 

Plans,  develops, andimplements
the management analys is  program 
i n  the Bureau. 

....... . ,  
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3.  

4. 

5.  

Management Analyst I11 1 1. 

2. 

3. 

Management Analyst I1 1 1. 

2. 

3.  

4. 

Admin is t ra t i ve  Of f i cer  1 1. 

z*. 


Supervises management 
s tud ies  o f  t he  programs 
p o l i c i e s  and operations. 

Coordinatesreviews o f  
proposedlegis lat ion;  
determinesimpact upon
organizationaloperations;
and est imates ef fects  and 
monitorsprogress. 

Supervisessubordinates i n  
the  program management u n i t .  

Performs studies , analyses 
and eva lua t i on  o f  program 
operations . 
Maintain the State Plan, 
program p o l i c i e s  and pro­
cedure manuals. 

Preparesbudget. 

Coordinates wi th  account ing 
and dataprocessing on 
f isca lmat ters .  

Reviews and ver i f ies  p ro­
cessed claimsforaccuracy. 

performsstudies and research ' 
as needed. 

Prepares f i sca lrepor ts .  

Coordinatestheprocessing 
o f  personnelact ionsfor 
recrui tment , promotions , 
meritoriousstepincreases, 
adverseactions,establish­
ment o f  new posi t ions,  and 
otherpersonnelrequests. 

Preparesworkrequests,and 
purchaserequis i t ionsfor  
t he  programs. 

3. 	 Monitorstheexpenditures
and coordinates wi th BBMR and 
D i v i s i o n  o f  Accounts the  
Bureau'sadministrat ivecosts. 
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Program Coordinator I I 1 1. 

2. 


3.  

Assistance Payment Supervisor I 3 1. 

2. 

3.  

4. 

Assistance Payment Worker 111 4 1. 

2. 


3.  

4. 

Assistance Payment Worker I1 2 1. 

Admini s tem the  Ear ly
PeriodicScreening,Dia­
nos t i c  and Treatment 
EPSDT) Program.9 

Coordinates wi th other 
departments,agencies and 
serv ice prov i  ders for  
p r o v i  d ing adequate care 
t o  EPSDT par t i c ipants .  

ProcessesMedicaidclaims 
f o r  EPSDT services. 

Supervisestheprocessing 
u n i t  i n  e l i g i b i l i t y  d e t e r ­
m ina t i on  o f  MIP  and other  
heal th  serv ice program 
and claim processing. 

Reviews claims and cases 
processedbysubordinates. 

Processesproblemclaims 
andcases and makes dec is ion 
i n  the d isposi t ion of  c la ims 
and the determinat ion of  
ent i t lement .  

Coordinates wi th service 
providersregardingclaims 
andpayments. 

ProcessesMedicaid and Medi­
ca l l y  Ind igent  c la ims.  

MaintainstheMedicaid and 
Med ica l l y  I nd igen t  e l i g i ­
b i l i t y  f i l e  and issues 
i d e n t i f i c a t i o n  c a r d s  on a 
monthlybasis. 

MaintainstheBuy-in Program 
and c o l l e c t s  t h i r d  p a r t y  
payments. 

Preparesreports. 

Assists i n  processing
Medicaid and Medica l ly  
Indigentclaims. 

8 
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2. 

Assis tarice Payment Worker I 2. 1. 

2. 

3.  

Social  Worker 11 1 1. 

2. 
- _  

3.  

4. 

5. 

Secretary 11 (Typ is t )  1 1. 

,transmittal # effective 6 2.REC 'Dro supersededbytransm 
APPROVED 	 3-7-86 effective 

A 

A s s i s t si nu t i l i z a t i o n  

review . 

Reviews appl icat ionsfor  

f inanc ia lass is tancefor  

completeness and accuracy. 


Ass is tsapp l ican tsfo r  

f inancialand/ormedical 

assistance i n  understanding 

t h e i r  r i g h t s  under the  l a w  

i n  completingtheprescribed 

app l ica t ion  or  dec la ra t ion  

forms upon which el i g i b i l  i t y  

decisionsare based. 


Assists i n  thescreening 

and processing o f  claims. 


Providescounsel l ingto 

rec ip ien ts  who are improper ly 

u t i l i z i n g  t h e  s e r v i c e s  o f  

the Medicaid, Medically 

Indigent,  and o ther  hea l th  

serv ice programs. 


Coordinates wi th other agency 

services and b e n e f i t s  f o r  t h e  

rec ip ien ts .  


Coordinates care ,
off- is land 
f o r  t h e  r e c i p i e n t s  and ass is ts  
them i n  p r e p a r a t i o n  f o r  t h e i r  
of f - is land treatment such as 
a i r  t ranspor ta t ion ,  a r range­
ment f o r  t h e i r  l o d g i n g  and etc. 

Coordinates,assists , and 
prov ides serv ices to  rec ip ients  
requir ingmedicalsupplies,
equipment, and othermedical 
services. 

Preparesreports. 

Develops and implements
procedures f o r  expedit ing 
the flow o f  c l e r i c a l  work f o r  
the  Bureau. 

Typesa va r ie t y  ofcorres­
pondence, repor ts  , con-
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3 .  

4.  

Secretary I (Typist) 1 1. 

2. 


3. 

Clerk Typist 111 1 1. 

2. 

-

3 .  

4. 

Clerk Typist I1 1 1. 

2. 

3. 

tracts, manuals, technical 

reports and other materials. 


Maintains a variety of 

office records and reports. 


Supervise theclerical 

staff. 


Receives visitors and 
Medicaid and Medically
Indigent applicants and 
recipients. Explains
Medicaid and Medically
Indigent policies and . ­

procedures to thepublic. 

Maintains the filing 

system for the administra­

tion. 


Types correspondence, 

reports, and other material. 


Receives and records Medicaid 

and Medically Indigent claims. 


Maintains the filing system

for claims processing. 


Transmits remittance advice 

#to providers. . 

Types correspondence, medical 

review summary and reports. 


Assists the Clerk TypistI11 

in the processing and screen­

ing of Medicaidand Medically

Indigent claims. 


Assists in the filing of 

claims, and reports. 


Assists in the typing of 

reports, and correspondence. 


I 



